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1. PItlontoConbct Working T i l e  

--I - Supervisor, T i t l e  XX Monitoring Unit 894-5014 
. _ _  . _" - - __-__ M s .  Delores Napper -- 

I. ActionRequened 
a. a Establish Retention Schedule; r8cord will continua to aCCumulete. 

Application Number 

--- €34- 30 __-.A 2. __-- 
Data Received Date Completed 

The Office of Distr ict  Programs supervises the  Special  Councils on Aging, Maternal and In fan t  
Sealth, Family Planning, Developmental D i s a b i l i t i e s ,  Children and Youth, Economic Opportunity 
4ging Section, Child Development, the  Cl ient  Transportation Project ,  and the  T i t l e  XX moni- 
toring Unit. 
la t ions ,  p a r t i c u l a r l y  with county and l o c a l  o f f i c i a l s  and t h e i r  r e spec t ive  S t a t e  a ssoc ia t ions  

The T i t l e  XX Monitoring Unit is  responsible f o r :  conducting a program of reviewing con t rac te  
service  programs t o  determine c l i e n t  e l i g i b i l i t y  and f i s c a l  accountabi l i ty ;  
%ram guidel ines  t o  be used i n  implementing programs; and reviewing p o l i c i e s  and recommending 
policy changes as needed f o r  improvement of, se rv ice  delivery.  

Other d u t i e s  and r e s p o n s i b i l i t i e s  of t h i s  Office inc lude intergovernmental re- 

developing pro- 

-------I__ ~~ -_.- 1_-1- 

7. Records Series Description T h i s  f ib contains the foll&inQ documents (include fom numbers and &I&$, it my): 

Documents relating to: monitoring service programs, provided by T i t l e  XX contracted agencies, t o  
a ssure  that Federal  requirements are m e t .  

Inchded are: forms used f o r  determining t h e  q u a l i t y  of services t o  c l i e n t s  by agencies receiv-  
ing T i t l e  XX funds: 5561 (Child Care Monitoring Report); 5562 (Adult Services Monitor- 
ing Report); 5563 (Fiscal  Review); 5564 (Staff Records); 5565 (Client  F i l e  Worksheet); 
5566 (Supplemental Securi ty Income Services JSSISI); and 5567 (Error Code and Compila- 
t i o n  of Monitor R e v i e w  Findings Service Folder Inspection Report). Each form i s  a repor t  
or  review t o  document as applicable:  Agency code, name, address, telephone number; Con- 
tact ,  person; t o t a l  caseload 
count; number recorded; % sampled; # of gaps; d a t e  repor t  prepared and d a t e  d i s t r i -  
buted; name of bookkeeper; comments; f indings  and recommendations; s p e c i f i c  f indings  
i n  accordance with Federal  requirements, such a s% s u i t a b i l i t y  of f a c i l i t i e s ;  hea l th  and 
n u t r i t i o n  services; t r a in ing  of s t a f f ;  parent  involvement; administrat ion; .  -staf 

Attach mmplec of the file. 

d a t e  reviewed and time arr ived through time of departure;  

The fiie is  arranged : 
.by con t ro l  number assigned by Child peveiopment Unit , I y t .  -, 

I----- -- -_-____I_-__ 

3xktont ReferenoeRate How often we records refened to wtiich M: 
2-14 12-1$ Thirteen to wenty-fwr months old ; s w n  to w i w  mtnths old &&months OM 

tnrsnty-fiu months and older . ~ - -  7 . 

; bgakizeddnwen ; Other Igecify) 
1 2  L.ttar-siia drawers 



11. Rotantion R w h m n t a  Thn followiq requins the arbs ,to be kept: 

a. atr Lm YIM. d. Auditperiod 
b. 9uM.oflimiption YIm. 0. Adminimrt*vo nwd 

f. Fodsrd retention Instructions 3 e F r 6 d I W V  -c__ ylln. 

Atuch copy or excerpt of IN or mguletions. Expcpkin adminigretive n d .  

S t a t e  - June 30 
1 w b ) ;  then 0 Hold in the cumnt filea area 

0 Transfer to loul holding area; hold 
81 Tmnrfer to ststc Rooord, Centor; hold 
81 Bctroy 
0 Tronsfer to stste Archim for pemwnent ntantkn. 
0 othrr &W/fv) 

nwnth(s1 
I yoar(s);then 

w(d; then 

I 

".., b 

: 

u. -.a - % -  

.f >. . - -  __.a - - I 
The0 ikctructions opply to all prior nnd future accumulntionr of the series. 
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Application f o r  Records Retention Schedule 

T i t l e  XX Monitoring F i l e s  

Continuation - Page 3 

7. c h i l d  r a t i o s ;  posted information; ch i ld  care at tendance and repor t ;  s t a f f  
records;  c l i e n t  f i l e  worksheet; a d u l t  se rv ices  contracted f o r  by agency, 
such as day care ,  t r anspor ta t ion ;  home management, homemaker/chore, home 
de l ive ry  of meals, h e a l t h  r e l a t e d  and o the r  services ;  s t a f f  records;  
f i n a n c i a l  management system; bank account; deposi t s ;  payrol l ;  t r a v e l ;  
p e t t y  cash; insurance; p r i v a t e  agencies; equipment; procurement; 
source documentation; i n t e r n a l  cont ro l ;  documents; monthly r e p o r t  of re- 
c e i p t s  and expenditures; and r e p o r t  month expenditure d e t a i l s ;  f ind ings  
which d i f f e r  from those  reported by agency; e r r o r s  found i n  checking re- 
c e i p t s  of f ees ,  requi red  app l i ca t ions ,  and s e r v i c e  card c e r t i f i c a t i o n s ;  
and required s igna tu re  and d a t e  of t h a t  s ignature .  


